Print Queue

1. Introduction

"Print Queue" allows you to direct documents to a centralized
location as you work through the triage, financial interview, or any
other activities in ACE. The “Print Queue” holds documents from
being routed to the printer as soon as the request is made. This
allows the worker to review all documents, and then select
individual documents, or send all the documents to the printer.

The "Print Queue” is used to view, print, or delete the forms you
have selected on the individual data entry screens.

ACE displays the information for the last Person ID on which you
were working. If the person displayed is not the customer you wish
to view, complete the "Find" function.

2. Accessing Print Queue

To access the "Print Queue", go to the main menu, select
"Output”. On the drop menu select "Print Queue”.
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3. Print Queue
The "Print Queue" window contains the following:

e Worker Type
e Print Queue Summary
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The “Print Queue Summary” contains the following:
e Worker type This field displays the types of forms (Medical,
Financial, or Both) to be printed.

e Description Identifies the document in the print queue. To
select the form for viewing or printing place a

v (check mark) in the space just to the left of

the form name. To place the ¥ (check mark),
click on the name of the form.

e \Worker Name Identifies the worker who sent the document to
the print queue.

¢ Requested Identifies the date the item was sent to the
Date print queue.

e Person Name The system defaults to the Primary Informant.
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These are the first four buttons located on the “Print Queue”:

Find

Select All

Deselect All

View

This button is used to locate a customer other
than the one displayed. The “Find” button
opens the “Find Person” window.

This button allows you to select all documents
listed. This field only becomes enabled when
there are forms to select.

This button allows you to uncheck the
documents with a check mark using the
“Select All” function. This field becomes
enabled when multiple documents have been
selected.

This button allows you to view the selected
document before printing. The “Document
Preview” window opens when "View" is
selected. Only one document may be viewed
at a time.



H 24 Print Queue -

b

orker Type: |BOTH j Find
L
| Descrption |‘u'u'0r1-<er Mame | Requested Date | Person Mame il A/
| v REQUEST FOR INFORMATION RUDMICK, DI 21872005 | Simpsan, Harmer —
: Select All

Select Al

4

Deszelect Al N
Deselect All

Wy

View

Delete

Close

1

The following is an example of a document as seen when “View” is
selected.

The “Document Preview” window allows you to review a
document prior to printing. There are several tools located on the
menu. Those tools are:

First Page
Previous Page
Next Page
Last Page
Zoom
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The following is a description of each tool.

e First Page When selected, travels back to the first page
» of a document.

e Previous Page When selected, travels back to the previous
< page of a document.

e Next Page When selected, travels forward to the next
R page of a document.

e Last Page When selected, travels forward to the last
M page of a document.
e Zoom The drop-down box allows you to change the

size of the document within the window. The
default size is 100%.

Click the il in the corner of the “Document Preview” window to
close.

Note: If you click on the L& on the Custom Header, ACE will close.
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The documents do not automatically print. When you click the
“Print” button on the “Print Queue” window, this only sends the
document to your secured printer. All documents you sent to print
will now generate. The last three buttons are:

e Print Sends the item(s) to the printer. Does not give
a print preview as seen with “View”.

e Delete Deletes the form from the print queue. Does
not print the form, and cannot be retrieved
once deleted.

e Close Closes the “Print Queue” window.
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